	This tool kit provides forms, websites, and documents to assist with implementing the Standards for Licensure/Certification of Alcohol and/or other Drug Abuse Treatment Programs.


	R03-201 A
	

	
	Kansas business entity search

	
	Non-Profit Articles of Incorporation Example
HOLD - Example Form 1 


	
	Proprietor - An unincorporated business owned by a single individual.

	R03-201 B
	

	
	Board Meeting Minutes Template
HOLD - Example Form 2 


	

	Kansas Malpractice Information

	R03-201  C
	

	
	Building a Mission and Vision Statement
HOLD – Example Form 3 

	
	
How to create an organizational chart 


	
	Policy and Procedure Example
HOLD – Example Form 4 


	
	Policy and Procedure Template 
HOLD – Example Form 5

	R03-202 A
	

	
	Title VI Civil Rights Act of 1964

	
	Section 504 of the Rehabilitation Act of 1973

	
	Age Discrimination Act of 1975

	
	Title II of the Americans with Disabilities Act of 1990

	
	Health Information Portability and Accountability Act

	
	Federal Regulations on Confidentiality of Alcohol and Drug Abuse Client Records

	
	Legal Action Center

	
	Developing A Workplace Drug Free Policy

	
	Addiction Counselors Licensure

	
	CDC Employee Accidents and Safety Issue Information

	
	CDC Infection Control Information

	
	Whistle Blowers Law

	
	SAMHSA Division of Workplace Programs

	
	Components of a Drug-Free Workplace

	
	Harassment/ Dealing with Legal Issues in the Workplace

	
	Employee Assistance Programs - are employee benefit programs offered by many employers. EAPs are intended to help employees deal with personal problems that might adversely impact their work performance, health, and well-being. EAPs generally include short-term counseling and referral services for employees and their household members.


	R03-202 B
	

	
	Position Description Example
HOLD – Example Form 6


	R03-202 C
	

	
	Personnel Records Check Sheet Example
HOLD – Example Form 7


	
	Employee - An individual holding a paid position employed by or under contract with a licensee.


	
	Employment Application
HOLD – Example Form 8 


	
	Kansas Department for Children and Families
HOLD – Example Form 9 


	
	KBI Criminal History


	
	Applicant Reference Check 
HOLD – Example Form 10


	
	New Employee Orientation Verification Example
HOLD – Example Form 11


	
	Annual Performance Appraisal Example
HOLD – Example Form 12

	R03-202 D
	

	

	Addiction Counselors Licensure

	R03-202 E
	

	


	Confidentiality Verification for Students, Interns, and/or Volunteers Example 
HOLD – Example Form 13

	
	

	
	

	R03-202 F
	What is Pulmonary Tuberculosis?

	
	TB Infection Control and Prevention

	R03-203 B
	

	
	KDADS Supplemental Change Notification Form

	
	KDADS Modality Change Notification Form


	
	Reasonable Accommodations - in program policies, practices, and procedure to avoid discrimination is when a program has a client with limited mobility and the program has no elevator or ramp to accommodate the client, the program would refer the client to another program.


	R03-203 C
	

	
	Annual Review of Policy and Procedures Example
HOLD – Example Form 14


	
	Crisis Intervention - A therapeutic interaction between a client and a staff member designed to ensure client safety or assist the client in resolving urgent problems.


	R03-203 E
	

	
	2-1-1 Kansas Online

	
	Standards For Licensure/Certification of Alcohol and/or Other Drug Abuse Treatment Programs


	
	KDADS Behavioral Health Services Provider Resources

	R03-203 F
	

	
	US Equal Employment Opportunity Commission


	R03-203 G 
	

	
	Client Grievance Policy and Procedure Example
HOLD – Example Form 15


	
	Kansas Department for Aging and Disability Services  Behavioral Health Services Contacts


	R03-301
	

	
	Kansas Behavioral Sciences Regulatory Board for Addiction Counselors


	R03-401 A-B
	

	
	Risk Management - is attempting to identify and then manage threats that could severely impact or bring down the organization. Generally, this involves reviewing operations of the organization, identifying potential threats to the organization and the likelihood of their occurrence, and then taking appropriate actions to address the most likely threats.

	
	
Managing Risks and Quality Improvement Presentation 
HOLD – Example Form 16


	
	Risk Assessment Plan Sample

	
	Work Place Safety and Health

	
	Risk Management Toolkit

	
	Alcohol and Drug Counselor Unprofessional Conduct Regulations

	
	Risk Management Review Example
HOLD – Example Form 17


	R03-401 C-D  
	

	
	Adverse Incident Reporting System 
HOLD – Example Form 18
HOLD – Example Form 19
HOLD – Example Form 20

	R03-402 A-B
	

	
	Quality Improvement Process

	
	Client Survey Example
HOLD – Example Form 21


	
	Client Survey Results Example

	
	Survey Monkey

	R03-501 A
	

	
	Public Information - could include program flyers, brochures, yellow page advertisements, and/or internet.

	R03-501 B
	

	


	Affiliated providers - licensee has an agreement for services offered could include physicians, psychologists, labs, medical care, etc.


	


	QSA-BA Example
HOLD – Example Form 22

	R03-502 A
	

	
	Disaster recovery plans - establishes the procedures and guidelines that your business will follow in case a disaster strikes your location. The procedures and guidelines will ensure that everyone knows how to react, what to do and how to stay safe.  Your disaster recovery plan should include several lists, (i.e. list of clients, phone numbers, inventory and equipment), a supply kit and the storage of crucial items. 


	
	American Red Cross

	
	How to Plan for a Disaster 

	
	Basic Disaster Kit Supplies

	
	Emergency Preparedness & Response 

	
	Annual Disaster Plan Review Example 
HOLD – Example Form 23


	R03-502 B
	

	
	Smoking Cessation Program
HOLD – Example Form 24


	R03-502 C
	

	
	Kansas State Fire Statues and Regulations
*Check your local municipal fire and safety inspection agency


	
	CDC

	
	Rodent Control

	
	Infectious Disease Information/Publications

	
	Kansas Public Health Directory

	R03-502 D
	

	
	Fire / Tornado Drill Log Example
HOLD – Example Form 25


	
	Hazardous Materials-Medical Waste Guidelines

	R03-502 E
	

	
	Evacuation Planning


	R03-503 A
	

	
	Kansas Food Codes

	R03-504 A
	

	
	Transportation Agreement Example
HOLD – Example Form 26


	
	Transportation Log Example
HOLD – Example Form 27



	R03-504 B
	

	
	Driver License Records Check  

	R03-601 A
	

	
	Outpatient Client Rights Example
HOLD – Example Form 28


	
	Residential Client Rights Example
HOLD – Example Form 29


	R03-601 C
	

	
	Client Confidentiality Notice Example
HOLD – Example Form 30

	
	
Client Acknowledgement Form Example
HOLD – Example Form 31


	R03-602 A-C
	

	
	Federal Confidentiality Laws 

	
	HIPAA

	
	Statute for notifying parent

	

	Legal Action Center

	R03-602 C
	

	
	Primary Language - If a client understands or reads Spanish then the release of information that they sign should to be in Spanish. 

	R03-602 D
	

	
	Release of Information Form Example

	
	HOLD – Example Form 32
HOLD – Example Form 33

	
	

	R03-603 A
	

	


	Computer Security Agreement
HOLD – Example Form 34

	R03-603 B
	Client Referral Log Example
HOLD – Example Form 35


	

	Involuntary Commit Statutes 

	
	Treatment Contract-Consent to Treat Example
HOLD – Example Form 36


	

	Client Records Request and Release Form Example
HOLD – Example Form 37


	
	Documentation - telephone, written, or face to face contact with the client or another individual that relates to the client's health, safety, welfare or treatment could include communication with medical, legal, social services, etc. and needs to include date, time and details of information discussed/shared.


	
	Language Line - Interpreting Services

	
	Center for Disease Control and Prevention

	
	TB Fact Sheet 

	
	Hepatitis Fact Sheets

	
	STD Fact Sheets

	
	HIV-AIDS Facts Sheet

	
	Medical/Nursing Assessment Example
HOLD – Example Form 38 


	R03-604 A
	

	
	Discharge Planning

	
	How To Take Clinical Notes

	R03-605 A
	

	


	Screening and Assessment Instruments                                                   *Examples include the SASSI, MAST, CAGE, etc.

	R03-605 C
	

	
	Assessment Form Example
HOLD – Example Form 39


	
	Five year employment history - includes sporadic employment history, unemployment, disability, incarceration and homemaker. Under the age of 18 can include education, if applicable.


	


	A support system - may be individuals and services that support the client in recovery.

	
	Collateral sources - could include police, probation, social services, medical etc.


	R03-606 B
	

	
	Treatment Plan Example
HOLD – Example Form 40


	
	Individualized - is based on unique characteristics, wants, needs and abilities of the client. 


	
	Long term goals - are defined as the client's life goals, six months and beyond treatment.


	
	Short term goals - are defined as the goals that the client will accomplish in treatment. They are Specific, Measurable, Achievable, Relevant, and Time-framed (SMART).


	
	Tasks - are activities, actions, behaviors the client must do or take in order to reach the goal. These are objective and observable and become the basis upon which progress notes are written. They are Specific, Measurable, Achievable, Relevant, and Time-framed (SMART).


	
	Community Resources/Referrals - are those people/places/things that are external from your program that supports the person in their recovery. For example parents, foster parents, church, probation, teachers, doctor, twelve step meetings, etc.


	R03-606 D
	

	
	Treatment Plan Update Example
HOLD – Example Form 41


	R03-607 

	Alcohol and Drug Testing Policy Example
HOLD – Example Form 42


	R03-608 A
	

	



	Discharge / Relapse Prevention Plan Examples
HOLD – Example 43
HOLD – Example 44


	R03-608 B
	

	
	Discharge Summary Example
HOLD – Example Form 45


	R03-609 A
	

	
	Medication Form Example
HOLD – Example Form 46


	
	Kansas Medication Disposal Program

	
	How to Dispose of Unused Medicines

	
	Standardized Medical Abbreviations


	R03-609 C
	

	
	Prescription Drug Identification 

	
	PDR Health


	
	Behavioral Health Medications


	R03-609 F
	

	
	Controlled Substances

	R03-702-712
	

	
	Qualified Staff - An individual whose education, experience, and training has been evaluated and approved to provide the scope of practice afforded to an alcohol and drug credentialed counselor. 


	R03-711
	American Association of Opioid Treatment

	
	Medication-Assisted Treatment


	R03-715 
	Adolescent Training

	
	Substance Abuse and Adolescents Training 
[bookmark: _GoBack]HOLD – Example Form 47

	
	

	
	



